Module 2 



tJsin^ the Computer and Managing Files 

Using Windows 7 



V-^-ai^i oL^\ CjVL^ ^ ^^Uj-uiJ I J IIa jjj^ *_jj^LaJl ^1 ill 

^Lfcy ^ SjSj_Ul 4_oLiyi ^ULc ajblj ^; J^J=^^ CIjLiLc^ ^Ijii^l ^ 1^ ljxS\\ 

CiliLJi ^ J^Ull] ^L^l ^ ajoxJI j l^jWi Sjli^lj oULJI ^.^^ , 



Operating System (Windows) J^i-^i 1.2 

First Steps u^M^ 1.1,2 

jS ^1985 ^Lc. iij jij tdis i-i^jJ! kijLilull ^\ jji Windows l!^^-^) ^Ukj 
cLia^jjijj^j^ Cjjfll mi^j t^ljjjjJi -Ljilkll (DOS) (j-uj-iJi JjsLklj ^Ltij jl <JjJj 

A£> j^-> A (^^i 'Windows 7 Jj^ > "^^^^ ^Ukj iJlsjJlk-ist tSjjlalQ AillLu CjI j^Aj^b ^Ujjll 1^ Jj-^ 

.{Graphical User Interface (GUI) /^j^ j^^ 
JJS l^B-^ ^ ^7 J jVi A^ Si5 tfljlill [jtJjia 0^ ijajj]! jV^^ • 

Starting the computer 1.1. L2 

JaJI ^ i_jjwiLaJ^ jl^ji t(CaJfe /jW^') J^^-**'^ j^laJl AjjLjj^I 4iiyi ^laLa iaiLual ^ <^LjM 

* Enter ^Ua^ ^— ^ilia '(PtJ^jrwor^/ / jj>^^ ^{User name /^-iiu^^l ^1) cS^-^i ^ 

.{Desktop ^ia«j) ^^yj^^-iiUi j^Ji^a 



^{Computer /jS j jj^^ti jj ^(Personal Folder 



.{Control Panel <^{Network j ^{Recycle Bin /cJ^j±^\ 




i^li) L^!iLL ^ liLLrtj >fr^ j^"^ ^ iW:^ (Start /W^) JJ 

t>» 5^ /'^^O ^ >^^l l_ujUJI <Smr^ /S^O On^J^i 

^(Pictures / J j-'^^) ^{Documents /^^^iiL^^) iLalAil^l jJ^V^ j-^U*Jb CjL_LUj ji\ 
^J-« LqhV^ ml j^Vl jj^UaiL JaLjjjl ji ^Lijj ^tla tiiS-ftjj ^La ^ {Music /(^aj j 













fWi^ MomiFlVfanfiiQtD » 




UottHltlWif!^JB(UI f 




|||||||lM*RMdwX 
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rAl'CXDfi:PE»*Tf^ITt3IIIDl >P^ 



(^L^Jl luj^ {5^ar/ /l^') j j J^l^ i^j^jJI LikiJl i(Systenj Tray /f ^i^V^ 4jkLi) ,4 




Mouse uses CjUlAii«l 2AA \2 

^^^Jc jN^-JaJ t^-^^ ^^aII t ^--'"^ j\ ^ijVl ' ^^^^ ^^liJl ^jjij^ (JSJa ( ^ 

life ^Ja^L^ L* LUc- J tAJi!^) ^ Si^i J a >-4jV1 ji lJ^jV^ a J j ^ iai-JaJl ^{CUck I jAi^') • 

j j^it l n^ Qi^ -G^Jilj jM^V^ jlil^ jj Jai-i^l [{Double Click /jrjJ>J) jiUl) • 
dLjaJ ^ t j^ali^ JSuij >^Vt SjLill jj jjJc- Jai_Jall :(Drag and Drop /^j^JVIj < mi l) # 

Restarting the computer J^*-^ SjI^! 3, LI. 2 

.{Restart /i}^^^ ^^^^!) ^ (5/^1// i/owf? /Jjk^i UilLl) jj ^ ^ (Start /W') jj ^ 







^i*i«£H WHS* 1 

' 1 











Shutting down a non-responding application ^'j^' * "; V tP^! 4JJ .2 

^1 ^jkiJI ^1 ((Microsoft Excel) j^j ^3^^^ J 

/^U|-J1 fijb) frj^^ ^< — f*L|jJi iajj-i^j ^ ^ jli jl£j» ij^Vt * jlil^ J jj jSjl 

iVo/ AjUlL-i <JLJl t(>nklll ^ (.V/t/r/ Ta^i Manager 

.(Close I S^)) J j ^ {End Task /^-^^-Jl frV)) j j ^ "^^^^ {Responding 





Shutting down the computer vj*-*^' Jji-iS uiLLj 5.1.1,2 

jkiJi ^\ ^Windows 7 J^i^^ ^Lki 

.(iSAw/ £/oM7? /J:^i-^^ ^^?}) Jj ^ (5Yar/ /i-^^) jj ^ 



1 ^ A4P¥6$^*m4 













Using Help functions Sjc^^jlJI t^LaJu 6AA,2 

[<s^\ (Jijijjakll ^1 *( Windows i^l^t^l) CjUjIa-* ja-J 

//e?//^ and /f^^i j iiiUJUiV) ^ (Siari A^^) jj ^— ^>-^l^t jW^ Ji-i ^ 
Learn about fVindows /Windows ^L^jUiil ^ jju]l)la_il j ^— {Support 
d^J^ *^{Usingyour mouse /u^j^* Jbjl j ^ (5os/c5 




0 ws^i »W|r wi4 






w li ^ ^ ' 










iti ft w tm umitii fcM ifcifiini 


1 i ^.->ii»iiimi|ii 





Moiw e>n iW Windows iwbwtff 



- -A* H s» 



Enter ^ (Folders /^^ J^^) Sr^* ^(Search Help /^t^^^l di^J^) jjj^ ^ ^ 
. (C7o5e /(i^)) JJ ^ {Create a new folder ^^]) 



0 W,i4«iM Hflp and iuf»^ 



■9 ^ li ^ ' 



test 3© fifissiSs ttftfi 

I AVMtg *i«h i«J inAfimi 



3, Oto:«f^«A««4M« 



4 'A*r. ti! 



4 tMhlt«M<9r?^!^ 




(1-2) CiiJ^ 

.(Task Bar /^M^ -^ij*^) >^ .2 

jtk^ (Recycle Bin /^lij^^^l ^ijlai jij^ 3 

.(Computer l^j^^) ^_s^i ^j'^> ^ > A 

.{Windows Task Manager I Windows ^h-^ * jl^)) -5 

. j^i l^liiuij ^ {Computer t ^ ^Iki^l i^l^L ^ .6 

, ^ /fi^\ \ (jA (Control Panel /f^^' ^jJ) ^ -7 

J ^\\ 3^^} (jkjj tljLajLi-ft 

sisuli jiL) Ji^i ^ ^ j^^i l^j o^vi J j ^ ^; ji^l . 1 0 

t/oww /o^ V) . 1 1 
Setup -it-afrVl 2.1.2 

(Cjj^I - J t jcjjLj]^j jl) t*j:jbljx.yi jjjS ^ ^iaJill Windows 7 Jj*-^^ ^IjSaj 



Basic system information -Lt^L^VI CjUjk* o^jp L2J,2 

^ (Computer I ^jSui jji j^Vl * jlill j jj jlii t^illAH ^la^ ^ ^ 

j^l A±i^\ CjUjkJl jj*-l=' -la^*^ J ^{Properties /j ^'^ l ^ ^^- ) 

J J efic- jijlb (System /^Ltull) siiU Jl&i ^ h(_ (System I f^Uiill) *jiU ^> ^ jkll 

, Windows 7 Ultimate t> j^-l^j ^(Operating System Name /d^^'^ • 

.2009 t> ^(Operating System Version Number /ly^^ ^Uij J^^] ^J) • 

,GHz L6 ^ 'Intel 6* ^(Processor /jlls-Jl) ^jj • 




i a ■ 


^ 1 






N«<iiT 1 




Changing date & time ^j3t 2,2.1.2 

CjSj \n-\\\ ^JljI t20 12/6/1 6 J-^ j^J^^J tliLu-ei L fl . ^'Mj AjL^\ji\ Ac-LidJl jtJ-i^iii! t^jLjllj sJLlIjII jHOjij! 

(Control Panel /^^^ ^ jl) '^^^ ^(Control Panel /^-^l ^jl) ^ /l^l) ^ 
Clock, Language and /^HalJi j ^i^LJl) ajjSjI ^ t_:j«jLaJ) Cji.il jc,) j-a jjSS ^ ^^i^jill ^ t*l^^ 
Ciijll 0:^^) (Clock, Language and Region j a^^LJI) siaU >giis ^{Region 

J^) jj ^ (Da/e a;iJ Time /^j5lj j^j^^) Jj^^ ^^j* rA^ //me and date /^jbllj 

Da/e awf/ T/me /'^jJl j ^ jl^i Cjbl >c.j) jljsJl j^-tya ^(Change date and time /^j^^ ^j^l 



/S^]) jj <^ {Mute ... f^) J jJI ^ jjijLa i^ji 1^) l-i 




J 




^^^"i \\ - <Sj\J^ - L^'^^j 4ci3j.i.rtlb (jJ^io J j hA°< yL^^l Jaajpji {Systeni Tray 

Displaying desktop options v^S^l jia*-! Cj)jU1 u^j^ 4<2/1 .2 

Color settings iljllt ^blJci :Vjt 

:AajVl Oi jkiJl ^\ *C4J (32) cr') Ujill CibiJic] jJLiillj 

^{Adjust screen resolution A^l-^i ili Jaj_L^) -kjl j ^ (Control Panel /^^^t ^j^) '^^^ ^ 

^ {Screen Resolution A-^l-iJi siaU 




^j- <— (Monitor lo^ jW?-) i-a^iAc {Advanced Settings cjljlic)) Jn^l j 

jl j^) .{OK /tS^lj-) ^ {True Color 02 bit) /(^ 32) ujl) ^ (Co/or^ !q\J^\) 



4jj) filaLj JJoi ^ daaizJ^ CiblA^^Vi ^ i(Fej J J ^ {Display Settings j*^' Cjbl^l) 

^{Screen Resolulion A-^U^t 



^^^^^^ 




t -"J** ^ <* J^iS^i i^js* -*^-ii»H' i i*; n^ >*iA 

0 >^ 4* a**- <>*^ J 4-* 



Screen pixel resolution ^-^^t :^:H^ 

CjLjJa^ ^lalLj tAjiUill 43^ ■la.i.tJTi j (j^jxll CjWJiC-I WlodoWS 7 ^'^Vi^^j 

;4a3Vl ^\ ^\ t( 768 ^ 1024) ^ t-Lp-i tiibl^l jAiillj 

>^iM '{Resohition /^-a^*) jj ^ IjIjLmj ^(Screen Resolution /^^i ^ii^j ^JLil ^ 

^ (J-^ 768 1024) J* J f*^^ Lf^! ^ JljiJi 4— i^Uiii ^Ij (jIjLi 

S:u^\ ^ijl^^LililiVi ^ (A:^^/? changes iliSz.^)) jj ^ (OAf 












L 






z 






^ 



Desktop background v^^^ ^la^ AuiH 

^ itjj^ J) ji (^jjL Windows 7 f^tu ^ ^JiJ j^aVi AjiUll jjjij 

Jj-fr^ ^^,£^1 US jH-ibJi jL^ ^ iijp^l ji ^LtLill ^ ^j^l jiaVi jj-^* 

;AjJ^1 CjI^LlLJI i^JiL^l bU3 dlja^ L-uUI jtJay^J ^;aU< (img7) J n^-| 1j 

Appearance /^^"^-^^ jr^Li ^LL^Jj j^iJl) iJia ^>l^ ^ {Control Panel 5^ j]) ^^iaU ^e— 

^{Change desktop background /^^i jtL-^ JH^) J^* <a/7rf Personalization 

Picture jj-^l ^^i^*) ^ (Change desktop background /h^jUI j^k^ A^iLk) sjiiU j^iiSa 

^ {Windows Desktop Backgrounds / Windows ^^r^flJ l oUik) j-^Vt {location 

Picture Ajj--^) j-^j^) t^j* ^ (img7) ^^jj-^ll (Landscapes (6) /(6) ^U-) 

Save /^Ijjoiuli JiOa.) J J ^ vliUI ^ck^ bUj d jj^l /i^^) ^{position 

.(changes 




Desktop color SH^^^ hiiL ^^jjJ :Uj) j 
:ipVi CjI jkkJi ^1 i jjj^i jjUi j;^^ 

(Picture location Ajj^t t^J^) t^>^ ^ (Desktop Background /mjS-JI eiaU j^l ^— 

.(5£?ve changes /^^j^^ ^) jj ^ jjjV^ jj^l* ^ (^oZ/t/ Ai— ^ 0^ J^) 

Screen saver options wSj^l A^Ll jUx ;Ujj^li 

4^^LaJl ^ ^ Aj^^ ^ ^{Bubbles /^^) ^! ^ jjII i^U j^ijklij 

Appearance and - ^^mi («^Lla <ilL— 1 j j^kJl) ^ijLi ^ (Control Panel /^»^^ 5^ ^) ^^^aU jua! ^ 
^ (Appearance and Personalization 1 ^ ^ ^-^^1 j j^-fcua ^(Personalization 



Change screen a^L^ J*^^ ^(Personalization /^^^-^^ ^^LL ALkA) <ia ^j*^ 

i^Li) jj^j^ ^ (Screen Saver Settings /^y^^ Ljbl^l) ^(saver 
<jiLi i_LiS ^Uul (Preview jj ^ (Bubbles /^^) ^j^^ (Screen saver 

^1^1 ^^jJt jijl ji <Aj5Ji *:>U3J (j-lc-V ^ >1^ti jM (Wait /jLl^Vl) ^ ^_ftSjjH 

A-jlii j^iiii 44ijSj fl-La cWJ^ Cf- i^jJ ^ — (OK/(J^^^) < — (1) \^ies.U>t\j tl^j-talijV (J*^V 

^(Appearance and Personalization /^^^A-a^ ^^Ua itlL-al j j^Jk-Jl) SiaU ^l&t ^ < \\<.^\ \ ^tk^ ^ 




Adding keyboard language jt^pVLJi A^jl Ail ifllJal 5,2, L2 

(jLi«i) dJji iilj tLfc jhJjaJj L-Jj-bjliii jl-g-i ^_^} 4j^jp*-ajll jL-^-^V AAjoUijll (j-^'^'if^ ^jjLLJI 

CjI^L^I jjjI .jyuUJl 3^3] (^ra6/c (Saudi Arabia) P^^ ^^j^^) ^ J 

/jjj^Vi JLk^Vl HH^^l--^ ^i^l iijUjl ijlj ^ (Control Panel /^^^^l ^ 
Region and ^-aJ^^) j^j^ j^-^^ keyboards or other input methods 

^j-^l i^Uj^) jljjJi >fi-lM ^(Change keyboards /jcjjUJI CjLa.j] jjjij) jj ^ (Language 
j^"^ ^(General /^^) s-s^^^ ^ (Tex/ Services and Input Languages /JLl^V^ CjUJj 

5L^:^i j-a ^ (J^£/ //Tpi// Language /J-^^} ^ AiLJa)) jlj^i j-fi-M ^(Add /^^)) jj ^^-^ 
jLu^Vl 4JLk ^jj^jl! (+) jlil ^— {Arabic (Saudi Arabia) r^j»^\ ej^UiJl 

^ ^j-aLaJl jljoi'^i (Jd*^ ^ ^ — (Keyboard /jtJ^LLJl 4_^j]J jLilk*^! * — 



1^ 



Hart.. 

• VaCnc {SyriA} 



J** 



1% 



a 





Setting keyboard language V^l jSaVI JliJVI ^ 62. 1 .2 
Cjljk^! ^1 jjfl*:^! JU^V^ AiK (102) - V> ^j-J^ 

^(Change display language /o^j^^ <^ j^)^h ^ (Control Panel /f^^ ^J^) ^^-^^ ^ 
Change /^^A-J^ lIjI^jI jj ^ {Region and Language A^lj j-^Jai 
Tex/ Services and Input /lM-^V' '^^j o-aj-^l CjUll^l) jlj^i (J-jj* j-s-^ ^{Keyboards 
M^J*^0 J-*"^' J-^^ ^(Default input language /Aj-JaljoaVl JUk^V) Ch" ^ (Languages 

i^j^l Jj^\ CjLoj* ^ (Arabic (Saudi Arabiaj-Arabic (102) /(1 02) - (^j*^)) 
.(Control Panel /f^^ ^jJ) ^^^^ 6^^^ ^ (OA: /cs^^j^) jj >1 

:2LyVl ^1 jlaiJl fiii *Aj jJ^VJ i^>t AlA* Ail J] Ailll jj^ j 

Installing a softi^are application g^lje^' ^^^^ 7.2,1-2 

CjI jkUl 4C;\ICDL S5\M2\poet (> (^j»-il^ ^^Ij^Vl ^) 
ajc <— jj-kLud ljIjU^jV^ j-jj* ^ (setup) ^ i^s^ Wj-^J^ j-^^ ^ (poet) ^V^^ ^1 ^ 

jSV^ ^J^^ (J^J-^^ J-^l^ *U^J^ jj^ ji j-t-^ i " 1 J 1 nil ^IjjJ jLS Ijl] <ji ajUiV^ 
t4^UJl ^^Jo j^ CiljiLijVl ijil liJ tUjlilj AjLaj ^UjjII Ijijj jc^l jJl sAj 

t^lijJ! c-kLa JtJflj jjiOjill ^jJc- &J Ji^jaI! i^liUl jaUi^l i^V^^At^ iLplIlj tlujolilj g-aUjJi 1^ ^ 

j^il^ ^1 cji jUij^) ^\ ^ 4lnstail.exe J Setup,exe ^ t^^' 



Unins tailing a softM nre application ^^j^l ^^^^^ 8<2,1,2 

^ {Uninstall a program /^Lj jj ^-h^j^j j)) Ja^l j ^ {Control Panel 1 ^-^'^^ ^ slIU ^jil 
^{Umnstall ^ iuj^ ^ ^ ^^^Vl ^.i^) g^UjJI 

jj ^ (Yes /f^) jj ^ ir^'J^' ^UjJl t'ljm ^Jij) ^^Jc xiSlllL 4_jiju jj^-k^Vj 



1% 



5? twwrfSs^ ?^ 





**tmiliCuiimi»j niiiiiiinfirf 1 rrinn ■- irfiji iint „' 
MUnM^CirfmaM tHi^MlWw^i" ?aft-liiW*tiJi^- 











Capturing a full screen, active window ^iaJult SiaUU ji i*iLill S j>-a JaliSJl 9^2. 1 ,2 

iil^) ^ (5/£/r/ /l-^l) ^ 5^L!J1 ijj^ iUil) ^ tPrint Screen ^^-^"^ ii-^i ^ 
<— {Paint /^L^jJI) ^ (Jcx"^^j?or/e5 /Aia^l g^t jJl) (yi// Programs 

>arM d (5i7ve Z-'^*-*^) ^j^^ - j-^i -ki ^ . j^LtJi ^>-Ji J jii iiii j^i X^j^ 

(i 0 1 ) ljLJI ^1 /t-kLJI jjj^i ^ (5ave v4s -1^) Jj^JI 

^iO^JLuJl cjUL t>i--a ^•{Pictures I jj^l) -il?-* * ^ ^{Save /Ja^^) jJ ^ 















^^^^ . 









(Alt + Print Screen) J;iiUiJ^ U; . 'A <— l^Ujniul 5^jjLiil -^SaJJl olaU (J^yc. jSjI 

(2-2) uij^ 

f-UOaAujJ j^ill j^LaJl jl^ tmJ! (RAM) J-^^ J^^ ^^^^ ^ . 1 

/Windows ^tia.^ (jijL-iLk) i-c. {Landscapes (6) 1(6) ^ ^ t>^^ 4 

jtiiJ A_iLkS (img4) ^(Windows Desktop Backgrounds 

(32) ij\ ujl^' ^bljfii) Jaj^l .5 

.(J^600^ 1280) J}^-^^^^^ ,6 

.aLSj 2 jltujV) ftAAj ^(Ribbons I<^j^^) ^ j^i^ <^L^ ^) iiasuJi j^li <^Li jjt ^7 

2 jJI jlilU (Computer I jp '^-^^ J!^^ -1 1 
.{Computer I ^ j}^^ ^) aiaUl Sjj*^ 
.C:\1CDL S5\M2 -iMI yj ( jtW-^O » 



Working with Icons (j^j^t) ^LSjSj'il) ^ J*aJl 3,1.2 

^{StciTt /^*^^) "^'^^ J ^L^^l Jajj-jij i._Lj£^i * ^ ■ (JJU Windows 7 ^-^l-^j^ ^^j--^^ i^LjjjLV^ 













1 
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LkiI Disk EC:) 










1:11. 


1 Aflti^j 





Selecting icons ^j^iVi 1.3.1.2 
j^l jl CjIaIuII ji i^LaLoIU ^^.Ldl^t lIiLj jjbVl 1^5-1^ Windows f^-^ ^ CjUIaxJI ^ .^ixil tr^Vt^aj 

diiii iUili <jLiS 









p- If 












t^l 'C:\ICDL S5\M2 i^r* '^^jSi' i> ^-J (docx.oJ^O '-^^-Hj (poet) 

^ ik^l ^ (poet) iV^^ j^^ ^ (M2 'il^^ ^ ICDL S5 -^^^ ^ 
^Lilia i^iisi < — (docx.otH^^^) i>-l^i ^^^^^ kjj^ .j^^ j-^^ Ji-Joj Shift ^^-^^ 

^Lo^jjJ — " uj^^Lul^ jl LliliLali kl^UjliI ^jj- ^\*\\ ^^aJ ^ Shift 





4^ j^j]^ A *LA 



tijljiaiJ) ^1 tila (docx.ci^^O '^-"^^J (poet) 
(jji jiil ^ JSJLi Ctrl Jaijubl (poet) ^^1^' <J j*^^ ^ 



1j1 jjjLI 



Moving icons ^'^jijVl 4u^ 2.3. 1 .2 
-Aii^i CjI jk^l ^1 ^kw* i^Ui jluu {Computer I J^^^-^^) ^j^l 

bUi- jl£ li} -u^ s^^Wj SjAtyi ^ I jL^i ^ jiilW {Auto arrange icons IjyJ^ J-'^* 
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^ ^ih^ 



V-^ L J., ;<» |» > 



^ ' <^Li jL-y J) tajUli iil^ ^ j-Imoa (Jlij {Computer I ^ 

jUli jj (^i) yijlkJl jii-Ji <J jijV^ 

Using an icon to open items ^ CaUjijSn ^liiiMit 3,3, 1 J 

^\ ^\ tC:\ICDL S5\M2 ^1 J -^j^-j^^ (docx Jjl^O -^^1-^) ^ 
6^7^ JJ J^W ^i^^ tSl^l ^ A^iiJl 44jijV^ ^ W>i> Ij^ j^i ^ 

Creating a deslttop shortcut icon jL^I f UiSI 4.3.1,2 

^{Shortcut /jLs-^J^l) jJk^ ^ c>U=»iJj *^^r^^^ ^ -^^^ 5^15^} ^1 4iU^yW 'Mj-*^' 

^\ jkiJi i^u^.W jJa^ ^ C:\ICDL S5\M2 jU^i ^^L^^V j 

^ ^ jK^wi ^Uy) jji^j M2 ^ ^ u*jVl 'a jUll J ji ^ C:\ICDL S5 ^ 
j-i-M ^{Desktop (create shortcut) /( jU^lki ^U^l) ^ck^) (5e;?f/ m /l5^! J^j!) 




Making an alias j-a^ jUaiiV < ill^n ^1 5,3,1 .2 

4XaC, J J . ^ U U ^^^C' Lill^ JMJ^ 

MpH| ^-^\ ^ {Rename l±c.\) 4— (M2) J-^^^'i^ C>4"i\ SjUll jJ-j ^— 

I I fcjj .^Vi ^1:11 Enter -kx^l ^— (5uiU3l jl^) jU^!^ jUImJ) 

Removing a desktop shortcut icon j*-^ jL^l 6.3.1,2 

cA jiiJ^ ^\ C:\ICDL S5\M2 -^^^^^ (u^ jL^O ji-^Vl lU« * jU^I 

^ Delete ^ ^ (u^j^O jl-=^VI Aijii ^ C:MCDL S5\M2 ^ 

.' .''''^flti jla" (jic aj ja. j-ll {Computer I jJj^^-^') ^ jf?' . 1 
, ■'< ^iau SjiLi jLuij (jJ) {Recycle Bin /i-jlsjia-ill .2 
^ Jc. (C:\ICDL S5) i j^-^l ^^^i .3 

.{Point If^ jl^) 2-*^ s^jjUi jJa.^ \ jL-oikI ^^^1 _5 

^LUjiS^I ^cJa-uj ^^^ic- jj-fi {Paint /f*^ j^^) ^^ j^ jL-oji-i ^ "a i-^l .6 

^s-Ml J '(/I^c^c/e /Cjlijl^l aLJ) ^{Computer cijU^VI iiijj jlil ,7 

.(C:\ICDL S5\M2 

. j^Vl jj ^ ^ ial^i lilcl .8 

Using Windows ^1^' jklJiiuil 4, 1 ,2 
Main parts of window V^J^^ ^*J^S 1,4.1,2 



^^jhjLoll j-^"^* ^^U^b ojaUll cJ^y=^ jjjj .(Windows J^^^^-^^ 



-.(Folder /^) -1 W jl' ^l>Vl lJ^I j 




J J j' P^^MJ (Maximize /j^^) jjj 

.Es3 (Minimize I JJJ ^1 ^1 (Restore Down /Ji^Vi ^] i^UUiy 
I jdj=^ ^File /^-jJ-) cU-i jtjl^i ix^jAa^ iajj^l liA i^j^ :(M*?flM Bat I ^^3^^ hij^) -2 

jijt i(Tool Bar ^j^) i> ^ (Computer t ^3^^^) C^' ^ 

,(Menu Bar /f^^ jill i=ujil) ^ (Layout /Kjln^'rl l) ^ (Organize /^^=^) jj 




S)sUfn pn>|Mfti*x UnmMNcMclMfiQespiogii 



t)iskDnvies(4) 



^'^"^B^ Hot 




. .. 



Dti«te 

Property 

Clcs* 



1/ Dcl^pifi« 
^ Pfcv^evtf pine 
1/ N«> t9«tion p«f>e 










Si ' 

















































ji i-ia^G ^) Uji^ jjlJ) Cj^:k>jj t(<ljljj4jl jl) !jl jji t^j^ :{Tool Bar /^Ij^Vl Jatu-^) -3 

Ji* j-MiLaJI jUg^ ^ Aj^L-VI Cji-iia-oIL ^jJ& ^^ jJIij ^{Navigation Pane /J^t ^-j^) -4 

& J^-il ^_^ic* i^^^^t jjA-^all tCjIjjLijjiAli^ 

eiaUll a11 j>rtit\l: tjl*^ ujUijl*-fl ijj^ ^{Details pane /(Jj^tiSlI Jaj^J -5 

UU]^ '.jslHi (> :(Search Box tfj-) -7 

, Jinii *^ fi^jiiJl oiaUli ^ dji J^^l j cjUUi ^^jjau :(File List /^lil^^ <Ajla) -g 

.{File List /^UUl i^li) ^ jsjia^i c-iLJi 3ubl« t> ^ :(Previ>K^ pa/fe /^-Ij^I f j^) -9 
^y^i^ J cijIaVJI J ^UUI ^ j\ Ji^l ^ ^ _ :(Scroll Bar -^U-^) -10 

^^ujjj j\ jLmuU t^-fSlV^ jjj^l -I^^>ji ^i,iiawib \^\ j\ tjJiujbU jl ^^^Ic^bU ^^^1 jli jjj^l ^t^ilLuLj 
,1^^ CaJ CjIjiV- J! JSjLill ij jjll jtiA ^ m^Vuiij :(BacA and Forward /UlaJlj ^UVl) 
j! j-aJl ^jAj t^Jj^jjij kliijloaJi Aiajj ^ jl^jaJi k-ljLtjjj ^a^Imjj Windows 7 ^^-lij y1 tj-i) ojUiV) ^'i^ Uaj 



JJ 



SjiAjtlLa iJliljLii jLiii.1 <_ijI£^^ jLi±i.V^ C-Amja dll j^ijJ 



. J43Ljo jUaJ ^jAiJa Cjbi^Y^ 



^^1^1^ iJH^ j\ ^ J jl 4^1j£ ^tA? 




\j .^^jc ^M_ja jL^l L^LJi^ ilji jLj^I 




iiAj^i jLs^i '^^'^^^ Lisi jUa. jjja jjLj 





-a 













JaJ3 J UJUjJJ A^*^^ Q^j£- f^J t^La^l^ 

,ljJjS ^^^l li-JJjJJ i^^Afc QjajM^j j\ 



^ j-kJi ^j^l ^^l-J j kiljS^ 



Switching between opened windows ^^j^t iat^i 6^:^ J^J-^t 2,4.1 .2 

:(C:\1CDL S5\M2) ^^M' (> V^'i?^ >^liJi ^\ ^ ^Uillj Jiiijl! j iL^:Ai^! j .1^^^ 




L ^ r%<v.U ^..l^s.^.^! <ilLl ^JlA 

tAA ^-^jSLali dliLJ) jjA^ j-i-!="^ "^^^>^ ^jj^V^ Jj^^^^^ ^_^2& ojlill ^ — 

AjilU jj^jjuia tSjXj-aol) *Gjjdb-a ^^jit jiil 4fxlSX,(y^) ^ i"u.nA\l J] iJIau^ < — ■ n JS-^ ^J^^ 





Changing window size S^^^ 3.4.1.2 

^ jljja]! Jajj^ E^H {Minimize /jti*^) jj lt^ J*^' 

{Maximize /j^) jj i> ^-^ LE] {Restore down /ii^^ ^^Ul^l) jj -l^^j 

^ jU jll* ^ Uj^> ^ j^^ jl t -laJj*^ L>^ I I {Restore down /l^^ S^U^V) 

^iij^l jiaaJI ^) toiijj ^^ill -^^^^ ^jlj (CjU jj^j) fliJi aiaU ^^^^ jiJ*^J 

jJi^fl ^ J% < — j^fll^ ^>J^Sfi & jlflJl jJ Jsiij-al ^ ^ 



^) ji jUJi ^\ ji ji^V^ jl i^V^ ^! ^^jtili ^ JS-iu j^^^i ijLili jj 

Moving a window SiaUll Jil 4.4. 1 .2 

ajiill J J jji < — ijjj ftLa^VW SisUll wi">>ti1 <— j ^1*it^ JSi 0 jU]i j J 

Closing a window SiaUll JSi I 5.4- 1 .2 

(Close I (3^!) JJ >'^^ ^ M^! j-i^ siaii J) Oj^W ^ ^ 

(4-2) 

^{Control Panel /^^^ ^jJ) ^ J '{Computer / j^j^O ^ ^-^"^^ >^U»il isl^ ^1 , 1 

, C:\ICDL S5\M2 ^ -i^j^i (xlsx.^^^»i=*^l ^^^J 

^^^Vi :iaJl ^) {Computer /jSj^O j^*-^ 2 

.{Computer / j3jaf*Sli) aL^ S^aU .3 

A^uai {Control Panel '^-^^ .4 

. j:i?^l Jja {Control Panel f^^^ ^jl) t^ j^^ .5 

.M2 -il^l '^^1-^ J! ^i^-^W ^6 

.ij^^^ t> (M2) -^la^^ j^ .7 

^..uSmJ; ^ ^) (ii^iu^^ 4 j^i^) siflii dl> ,9 

i^ju^ 4^ jSiJl jiSljili i3^' »10 




File Management SjlJi 22 



Main Concepts ^^^U-VI fuAlLJl 1.2-2 
Organizing drives, folders, fdes t^lil^llj ^(ila^lj tljlija^t ^>Jal] \A.2.2 

^ ^ IajlLluja l 't\J\ JJj t^s^LiLa^ 'Laljull (jjj-aall CjIj^j diLajLuJl ^ ^ LJIx- 

^''^ 1 1 \^'^\ . A i< ^^^1 (^uLmJI CLjI ^1>^11 ^jj^ Windows 7 ^Uaj ^y^^j 




.(Start 

^1 dii J ^{Hierarchical structure /(^j^) (Flash ^j^'^ DVD CD 

Local Disk /(C :) ^.^^^^ J^O ' J^^^ *^ j> i> *— {Computer /j^j^^'^) ^-^^ 

l^j^jrf ijjij jiji 4— cjULJIj oIoJUmJi ^jMo -uUjii^ '(icdl S5) iia^) ^j^j^ 

^GiaU *(M2) ^^>^i^ ^j^i 



[ — 






» Nil 










- 

1 







nl». li.A 



Cjljia^ ^^^c L-?>^ L?^l ^{Root I j^t) {Computer I J^j^^^) ^ t^^UJl JllJt 
^ (M2) -iV-^^ jLl^ jh^j tM2 -ila^i jA i3^^^ Ullla ^ Ijkja U jl£ iiija^ 



► Ccimpytef > local Di«l:{C) ► iCDL S5 ► f/i ► 



A M2 ^ ICDLS5 ^ {C\j^M.\^JL i ^ 



iV« "jj^ jAj '(ICDL S5) iV-ll a- {Suhfolder I (jr*> ^4-) j* (M2) jl ^ j 
/ji^j^lj j-o ijr* > iV- >J^Sf» l^j t(£oca/ Disk (C) /{€:) ^r^^ o^J^^) (■^^=-^1 o-^ 

.{Computer 

iia-Jl ^1 £ j-a^jil oiilj]) (M2) a^>c. cLiSi Siil j ij^ ^ {Back A '» 1-^1^) jjJl 

jill) ikrfJl f^J-^ ^1 ;» '',' ' "^ La » J>^' (jJ^ J^W ^ i-LjLjisji (jia j (ICDL S5) 

.(Lora/ (C:) /(:C) 



\'^^ J:i\^ J} ij^y^ ^ (Forward /^l-bU) j jll ^ jlJi id^j 
.(M2) -^M' J] J^"^^ (ICDL S5) -iM^ ^bjl^ 

Storage devices OiJ^^^^S 2 J. 2-2 

■AjjVI OjJP^l JajLiij i^loLiJl J ^UUI ^solklj Windows 7 Jj* ^Ukj j>q ■^^''< 

tjji_^t ^Lij L?>^jj tgjj^l CjIa^j i4 i{Hard disk /v^t u^>])) « 
^^^Je, s^j^j^l iijLiLftl! Jb. JjArfa2v31 4.SjLiAi.l1 (jAiaawwJ i{Network drives /^^j^^ti Cjl£ja-4^ • 



ji iii^ 5Jki=JI jsJl 5Jl£ ^ j3l yZas/r drive /Flash Ji^) 

jl l^iij*. ^ ^j^i jJVl ^ CjULuI) cj:3 >i4? * (CD-RW) J 
jj^l ^Xai JjJh^j tS^HJ^! 5ji^L ^\ tDVD j^^ 

l^iij DVD i_>^^>^' CJJlA\ jJ ^ilJa^l tJlA ^iiiJiwjLi jSaj UiS t^lc- 





How files, folders are measured j CalaUl ^^Ui hi£ X 1 .2,2 

k^ALi J^j t^l tO) kj^J^' -^-^"^ i^iSl i^lnll ^Uaill ^lo^JLaLj Aitl^jJ! ^jjj^all Cj^Jiij ^ ^ULiJl JuA*^ 















.<:i^W(^^'2) 1024 


(Kilobyte /^LsjLi) 


.wyb^(^"2) 1024 


(Megabyte /^LiU^*) 


,c^UU^(^^*2) 1024 


(Gigabyte /^WW^) 



Backing up data ^^^H^'irl 4. 1 .2.2 

V ^-^ ^ L< j^^Nf 1 ^uwul) J&Luu 

4JI 4JjlSl^ (jj^J^aall t^li-ij i^^^ WincloWS 7 J^Li 4Jj^«jLiiJ LJaLiii.1 cljLiU) ^G-jjii ^'ljj 

Benefits of online file storage "^^^^^ jp CjULuII C)ij^ U^j^ 5,1 :2. 2 

,dlj ^^^l^! ^jjjSJ^i kiixij^ lili^Uj (JJJ^ ^^J^ ^ ^ ^ ^^'^ i^^i 4ujLu11 A^^^^j dLa.!^! ^J-la ijS' 

aLuj^^Ij ^^luald Ijjj^L^ ^^^^wU 

.diliLli kxi\£A\ m 



(5-2) Oi^ 

_^(J£»1j Windows 7 Aj!u^^\ Jpjll Cal^j ^^^Jc- j CjULJI ^jI^ m ^ . 1 

^ . , J^^-^ ^1 ^ i ljULJ) Jj^-^ ,2 

_ _ . jA j^laJl JiiiJi .3 

J , , :oJj^^ J ^ A 

JJCilobyte j^) iSj^ {Megabyte /^WW^) ( I ) .5 

.{Byte /^W) L?j^l (Gigabyte /^^WW^) (1) .6 



J ^ ^ ^ s<i.^.u jjc- djUUJl u^^^ ^ij3 ^j-* ^8 

Files and Folders 2.2J 

Opening a window to display folder ''^^^j ^1 o^j^! SiiU jt^a 1.2.2.2 

name, size, location on a drive 

CjI jkdJl ^1 CiMCDL S5\M2 ^^L^ 

t>jVl 3 jUli jjj >j1 ^ M2 i/j^ i^^l C:\ICDL S5 -^M^ ^ 

/M2 L>^^-^^) j^j-^^ j^-^?^ ^{Properties /^j-ajL-ai.) <— M2 -il^^ 
^{liem Name / >*--aj*!i ^l) 5J ^j_ikl^ ^{General /^^) M^jjf^' c>-^ ^ (M2 Properties 

.{Size ^{Loeation ^(Type 




; Ptopertin 











s» 


1.20 M9(t,2&tiS& byte) 






Contahs 


24Fis.2Fc4defi 




Yesladfl>-. Hareh 30. 2-aiZ 2 53 D2 PM 



k 







C;\a)LS6 








ti,»,1.413.12tfl^L,-^l.|4 ^ 













Collapsing & Expanding o^l JVi ^\Sj!i^j iI^IiKaII ^j^^ ^ j\ 2.2.2.2 
©ilU ^ i>^Vl (a-^i (Navigaiion pane /J^^ ^ >>) ^j^j^Yj * Windows ^ a^^^i^^.* lt**^ ^ 
(Collapse /i^) ^tll=w^-=iJI US <ila^l iiAAjl^ j^il ajLc. ^(Expand j^) jJk.-auJi ^j^J 

.:LhV1 CjljLiJI .-uL j"l {Local Disk (C:) /(C:) c>«>ll) tf-jj^j 

<^ ^j--^ j^l ^'-^ It ,>^^ t (J-*j^^ Ch* — (Computet /^j-^f*^^) ^> 

jill tilli ^j-oijj ^ Ajyuil ^ Uj^ > ' j^t j' '{Local Disk (C) /(C:) ^5^^ u^J^O 

liA j& — ^ j^i^i 1,^^ [P^^ tUdA djtLJi lU"' Jill cjIjI^ji j^j=^j 




Local O^tD:) 
1^ L«*J Ditk 




ICDL A 
^ Web on MSn ^ 




m4 



r' £i'' 



VFrolt*cov«ry |, 



Navigating to a folder or file t>»ljSVI (ilja- ^Jc i-il. ji jla-. JUiW) 3.2.2.2 

.{Navigation pane II!^^ j^) 4^ j 'Windows ^ g ' ^^^"' '^ ^^ 

jk^i ^1 tC:\ICDL S5\M2 ^ ^ (ppix.^^jjj-^l^ ^! J) JUui^ j 
>fr^ ^{Local Disk (C:) /(C:) ^^^^ u^J^O 1^ J-^^ {Navigation Pane IS^^ ^j^) ^ 

^ t(M2) .^V^ti 4jjiji ^ 1^ ^ ^ '(ICDL S5) -vV^li W ^ j^^ 



(6-2) C^j^ 

n^J ! ^Jaj^ ^jzkjJI (Personal Folder > » > i^ ^ ^k^alouJl (.IsliL) SiaU ^1 J 

f^j ^{Documents /tijl^ul^i) ^il?^ .2 

Cjl^Ia^ (jJa^^ ^^utjhU ^ ^JjLijll 0^ ^3 

iCDL S5 -iV-Jt o^jc^ t^j^ ^ A 

.{Local Disk (C:) /(C:) u^j^O u^J^ '^f^ 

^ [Local Disk (C:) /{C:) ,,^1^^ j^l) 1^ .6 

Working with Files "Lal*Jt f i>»Jt 3.2.2 

Common file types L3.2,2 

^jjtjl) K ^1 j ^lal uj^LlJI ^^_^4f!^i ^^Li^^i Li ■ lm w^liLJl ^l^t i^^jsKuli 

j\ t jjSli ^^J^1 (j-rf o^L& iJJ"^ ii^^^J t^<. jlU!! 3-^^) ^^-i-U^ JsloILai cJ!)^ i itJl ^ jj J) 

.uiUL i^UJ^ ^UjLV^ JXk 



j^uj ^jfl >>i1j ^^V^ iJj-^^^ J i^^^ii^li J^A^ .Ik^ AiJj^ ^OUsJU^ ^il^iL^Il Aj^uLllIl ^^^1 ^l-Thlnnj 









.Microsoft Office Word 2010 








docx 


.Microsoft Office Excel 2010 






xlsx 


.Microsoft Office PowerPoint 2010 ^r^-^ o^jp- 








pplx 


.Microsoft Office Access 2010 aJ^li 


1 






accdb 








Ixt 


.Adobe Acrobat 


1 


1 


pdf 
















gif 'bmp ^jpeg ^jpg 


.Windows Media Audio 




PI 

1 WAV 1 


' wma ' 


.Windows Media Video 






, j^aJi ^ (.^iu^jS Ja*j ^1 (Portable /yH^-^^ 




exe 






□ 


zip 


^^Ij^jll j! Windows ^ ^ ^ • jj — ^) ttii-sj-ia i, 






tmp 



Opening a WordPad (J^^ u^j^ajl] jja^ ^^j^ ^ 2,3,2,2 

tiicUiy (j^j,.^! <jaJU>a ^\ j_j ixjj t Windows 7 {WordPad I jj^-JI) jj ^jjj 

^ (Jcces5or/c?.v J — Ji) (All Programs /^^j-^^ ^il — S) ^ (^V^ar^ /l-i— j') j j ^ 



quirk As teitsT 





/jLlUix.) UlU! ^! j i{WordPad ! y^^"^) ^^j^^ ^ i^j-^j .{Title Bar -^J-^) -1 

I ^ I j j» ^^Iti j [^J S^^}^ J Jj' iSy=H^ ^{Document 

^ JL* * xpjJi t<^V L?^>J i{WordPad Button /j^JJl jj) -2 

j^>^^ Jj-^jli Jajj-^ i^jH^H :{Quick Access Toolbar /Jo*^^ J>*-<ajJI ^IjJi -^j-^-i) -3 

j ^ . ^-^J ! jlUl [(Working Area /J^t j^*) -5 
{WordPad I >a Jl) lIj! jIa^) ^ c^l^^iVi U> j ^1 Jl^i ^ :(Ribbott /iajj^l) -6 

4^!^ QA t>i j^l jVij CjLc tjjju ©Li J (JSuilij ^(Tabs /s-^j^ iiiUo^*:.) ^j^.*>i 4 vik u (Groups 

:{Home A^*^ ^^.k-aJlj 





a' X " 13 ' Caltbd 























Altai 'jll - A* a' 




^-J^ ^ 

Pldurd Paint Dittand tnjtrt 

drawing time object 

i ' ■ • ' 






|£ 3B BS ^ 




! . ■ 







a .[7X1-.- 

CjUJiIS ^ LiS t jjxj-aj]lj jjjSjI) jifl ^^jit lajjJJl li^ :{Status Bar /tjUjla-^il Jajj^) -7 

EDtering text j^^t ^^ji iJ^^]o^ Jl^^l 3.3.2.2 

Naming and saving the file r^W ^-ii^l 4^3.2.2 

:;AiV) ^1 ^\ ajUS) ^Ij C:\JCDL S5\M2 (WordPad / Jil^Jl) ^ 




Rich ) ^ 



^(Save As /^b-t^) ^ {WordPad button I j3aJl jj) t> ^ 

C:\ICDL S5\M2 ^j- >i^< ^ (.Save ^5 /^L-ti^) 
wi^l {Pil^ name A '^"^^ ^^^) ^5-^ — LajL^ ^Ia^jiIju Lo^ &aj3 uJAaII ^111 
\ ^jjj {Document /-ijjj^) i-aLall yr^t jjs'ifl 0^ ^^"^j '((j-aj*^^ f^Vl 
. jlaJ! ^[jji jlc-i ^ (5£,vc- /-i^) JJ ^ (Text Format (RTF) 





my - ■ ■ • ■ ■ 






.. * ' 


^ bbmi ^ ■ Hun* 

I. A^iddwf 






Flit inniR j^p^- ^^^^ 








Changing file status 5,3.2,2 

Aji ^^Jaj IjiA J i (read-write) ^1^1 j Sc^i jill jjl i^-iLJ) aJUJ ^^^^1 jlaVt jll oj^ iCjliU) 



t^l ^{Read-only !^ s^l <J*^ j *(C:\ICDL S5\M2) aV-H t> (xlsx.» j^VO Ji^^ J 

{Organize l^i^ sl^Vl ^ >ijl jjVI ly^i > ^ (xlsx > jl-iV') *~ M2 ^1 <- 

-«— (Read-only /-J^ "c' >S11) 4-j>> ■«— (General sj^j^J *— (Properties /u^^ "^^ ) ■<— 

View Modes jMfllkli o^jc^ j> 63.2-2 



iConteni l^jy^) 



.{Extra Large Icons ^ jyj) • 

.{Large Icons A jj^ j) • 

^{Medium Icons /^ia-jjlfl j>a j) • 

.{Small Icons I'^ j^^ J>*j) • 



^IjH^l j^l ^(Detctils /(JLj-— Lajll) C:\ICDL* S5\M2 ^^'^ ''>'^ ^ j^liJI 4i> 



(Jx^Uoil UuS -kiV J <-(Details /dj-^*j^l) •«— (I^/ew /ch" ^) M2 -^Vail 

^(Type '(Da/e Modified /Jji*^' c^jLj)j '■{Name 1^^^) : Jj- "ial-ilt Cjlik^l j CjULJI 

.{Details o^j^^ lijji- Jji <— (^,Ve 

Sorting files t^-^l jjA 7.3.2.2 

j' modified ji ''Name /f^Vl) (Descending jl ^(Ascending 

;5jSVI OljlaiJI ^{Size /(*^^^) M^-^ {Descending /^j^) M2 JmI^ SiaU j^Uc jjalj 

jji) ^ (Fiew /L>a j^) ^— (Details jJ^ iljjJa ^ aiaUll jiib ^ 



.{Descending lij^3^) jj^^ & >j' tALUll e^^LsJt j^S 4— (5/^^ ^ {Sort by /^^^^ 

4 — (Details /Jj^^^^) (j^j»Ji Sij^^ oiaUll j^^Uc ^j^jcl < — L^bjoiji j^a ^j^Ua-J) S^Ull ^tjil < — 
l^Ala sjjj^l jjs ^i^j-i j^-^M ^ JbP*^^ jrfliaJl jjal modified /J^>^t C^J^) "^J^H 



e jjja* j^UaJi ji ^jJc t \ ^J!^''^J^\ JkJ^\ J] l^ViA ^k^i g ru^j^ (Da^e modified /dbH^^ 





Folder; file naming *ilJ3aux3ljC»UUJI 4^ 8.3.2.2 

(Afew Folder ^ ^i ) ^"^^ Windows 7 ^^tiaj ala^ (^UIjI juc ajI La£ kijULJi 

260 >3JMI ji ^-^1 f-^l ^ d ^ (I >< \) jW i> >J L?' ji 

Lj^I A±ftA\i ajlc't dUi£j tl^Mi^^^^t J 

Renaming files or folders j\ cML^\ SjI&I 9.3,2.2 

*(a^jliJi) (>^VU iCiMCDL S5\M2 ^ j^^^I ^(docx, JU^Vi oL^) s^U^^/ 

,Enter 
(7-2) Lti^ 

jli^yi .<_jj^UJI S^Uil <_JjJl j!l ^UUlft^ ^L^W ^5^W^'* uK^^ lU--^' .2 

,C:\ICDLS5\M2 g?^(cM)r^W^^-l^t 3 

.{WordPad / j^^^) c^"^ A 

.{Read-only Vl>U) C:\ICDL S5\M2 (> (docx JjMl) ^1 .5 

.(Details i> C:\ICDL S5\M2 .6 

Copying, Moving Files and Folders j\ CiliLJl) Jil jt 4.2.2 




Selecting files, folders ^l-ila^ ji 1.4.2,2 

JS^l ^ _ C:\ICDL S5\M2 ^ h t'Wial jl U^i j ajjL^ >>iji.U>^ ji ^liU <^ jujiaJllj 

jJa^l jiXi ^ {Name /f^Vl) j^UJ^ j-tl <— M2 -^J^^ ^ 

^— A-LaII Ajjil Jjjl — J^aljjw J£_ij Shift ^^-^ Jai-jJol 4 — ^-A^j^l J 

^Lo^^ j^llstJl ^^^lA^ .m^j & jh^fiLall .^AsJ ^allA i Shift ^^^^ 

C:\ICDL S5\M2 ^^V-J^ jj^^ ji ^UL> jja^j 

^_^Jc. 4 — ^yUjM (J^-*; Ctrl ^^-^ -Li-jJal — ^-CuajJAli^ .li^^l — 

^ tCtrl jj^ ^ (iLajVi) ^ ^Uli ^^gr-Sc^ 4— ( JUdzi.'^l) t_LLli 



















1 bbJ^l.docK 











m 


^Li::>"5il.docx 


m 









Copying files, folders j) cjULJI 2,42.2 

/cjljm^l) J) C:\ICDL S5\M2 ^ oP^j^l <dotx.^j) ^(^^jAxJI) jkL^t ^ 

;<ijVl oljiaiJl ^{Documents 

^ {Edit I j-^j^) ^-^V «— {Documents /^i Vn i .^ l) jo_a\ ^ (Copy 

,{Paste 



Ctrl+V 



jji) . «Uti ^ jn'i i„n JL-ij j^^iJi SjLili jJh ^» ^ >i— (JS-iu Ctrl tj-^ ■^=«-^' ^ 

Ctrl Jja. 4— SjUll J J -«— (5^jiJ)) jla^l J] SjUll i_La-j) ^ (pptx.^l-"JI 




Moving ffles, folders ji ii-liUt (>j 3.4.2.2 

*(Poet) ■il=^* J![ (docx.» '-i^l Jj»jJ 
Cljl ^ (Cwf /i>a-3) {Edit Ij-ij^) ^ (docx.Sj-c^J) ^ 



1 m im » 



urn 

















1 











Shifts Delete 



Emptying the Recycle Bin *ilAjl>^t £lja! 3,5.2.2 

/liili jia^l aX^ J J ij-^ >*^^ iCAj:ti\ ^j-j (>-a ^ — {File /^-^) ^ 
^wiiil) /^) J J ^ {Empty the Recycle Bin 



(9-2) L)i>^ 

,C:\ICDL S5\M2 .1 
jia^l (Poet) -il^^j (xlsx-i^) ^-^^ 'M2 -ii^^ t> ,2 

.{Recycle Bin il-) (Poet) -^1=^^ SjUI^Ij ^ 3 

l^b^la^ (/fec>^c/e Bin /^lajAa^l <L-) g'l jaU ^ A 

Searching ji ^lil^l Cfi 6.2,2 

> ji L yl^ y_c. il±aj) jgj^ (^^3^1 lift 4^ "oj*ti..>j -^-^^^ jl '^Ij^^ 4Jj.i3iJ ^^Ij ^^^^-^"^ 

{Start /f^^) ^^Vj ^1 1 jj ^ j^^ ^ 'l^^j^^j jj^^ j Vn>> i J l) :{Petsonal Folder 

^'{Program Files /j*^ kljUi*)j i^Ltull CjUL Ji-a i-Lijj^^l jjc. djULJl Lol ^(AjuLIII ^1 qj^ Ia jjc. j 




^iajill (Indexing Options jV^) ^ ^^ij^ li^i Jj^s. ^jkJl jJj 

Using the Find tool SUi 1.6,2.2 
wjaoll ^i^^Imu j 4 Windows 7 (*^-l=*^ l>**^ ^^^^ j^^ siaLJI ^1 J^.! (^Search /^^-^^l) iti 

ol jiiJI ^1 *C:\ICDL S5\M2 ^^h^^ ^ *(u-) l^^t^l ^ ^r^i ji t> j 

wiiJ! ^131 j^-kia L_u£l ^[Search /'^^) jjj^ M2 ^^1?^^ ^\ <— 
j>uJl ^ ^ lit J ^ — Enter (^^^ -ki_i-Jl ^j^LJl (j^ LulSIj fliaUli ^ 
{No items match your search /^i^^* L>?Lk; j^Lj& <j1 V) aJL^ jll j^-tl^ 

Li yiLa M2 "^1?^^ t3^t ^< — 

jjJt *(5/ar/ /W) (Search t^Li^j ^1 ^^^l SjLi'yi U^j 

Filtering search 2.6.2,2 

; lIls^) Lluc J tit ^j,^ (^j_^t ^_>d ^ <1L^1j ^jjIj Lq <^jaallj Windows 7 f 

klka^l ^^t (— iUI A^ij^l^ ^^^^ i^j^ CP' {Search box /^^-^^^t ^_>4) ^ ^^ja^It Aoii^^ t^Vi^ « t 

.Windows 7 f^-^ Sj^ljj^l 4^jSx4ljj^l 5 jQ.^";U J^)j& j J ^ 

/2012:(J:?-iJfc^l_Cul^ :<4^ ^^Lj^ t2012 ^ ^5r-> 14?^ ^ ^LiLJl j-c ^ m 
^^Ull iiA j::^ ii^j ^ IjWi ^ ^t ^ULJl ci^z^ ^{Daie modified: 20 12 

lijb ^ {Date_modified:30/ll/2O09 /2009/ll/30:ti?^t J^J^) jt 



V-iJ {Date created /f l-^fl_c^U) .li^JI t_i£U «.UjVt ^jIj ^ ^ii^iJt ^ j! lit j 

iDat€_modifmi /ti^-^t^^U) 

^{Size:60 Kilobyte /*^^J^ 60:?-^^t) ^iil^u t Jaa-* j-a-Ja CjULJI ^ Jajaa • 

ijiuljjL^ 50 c^t tiiliLoIt 



LiiULJl ^ t*i ^ iH t(clocx/ Type:docx:^j^^ -kJ^^ Aj£^ ^ jtP-* ^> lp* '^'^ kliaoU # 

, Word Document 

j^iji iLliiJl ^) ^ ^.iHUI ^Ja^ ^j5_lc^ ^j?^^^ (Personal folder ,11^*1)) jrjal ^ 

(Jpjaljtji <jU^ Windows 7 ^ f l-VX iy-^*^ j 1 1 . aSyl L^q L^-Ia t^^.^^^ lIjI jLia^ 4.^V ^^4-1^ 



.(Personal folder /^^ 




P 




p 




















Add a search filter 






Kind; Date modrfied: Type: Size: 







Searching for files by using wildcards J'^' ^j^^ ^lilloiU kiU £)P iL^oll 3.6.2.2 

jJt (j*^J^ JJ^J ^LliImJ 0^ (*) 

C:\ICDL -iV^^ (pptx) £ jj t> (^^\) 1^:1^1 vjUJS j^a^) ^\ cJJLi\ j 

:4jGVIcjI^) S5\M2 

/pptx j^l ^ jL_«^ ..L^I yr-= ^ M2 -^-M' e^l ^ 

,(Name:A \pptx 

Viewing list of recently used files *ji>* -uiiiui-Jl CitiUt iaJV u^jc^ 4.6.2,2 

XRecent /^^^) t^j-J* JliL^V* j^Jiia ^ (Paint /^^J^) <^ /i-^^) ^ 



, . , . u.i„„ , i..,r,i., .1- 


'"11^ 

Hi i>ff*»^ 











'1% 




5f*2r/ /^'i-^^" <-ull!i) Mijjfi ^ (Properties /^k"^--*^) ^ (5^ar^ /U') jj ^ >jV^ SjUli jjj >jt 4« 
Customize Start Z"^-^^" jlj^i j^-^M ^(Customize /u ^J * ^^"^ ) J J ^ (Menu 

^(Recent Items j-^U*Jl) jLu^'ift i^>* Lf-'! Jj^jli lJ-^j^^ J:^^>*^^ -Wj^ ^i-^aJ^j^ ^ (Menu 

-^1*" iJ^ jlij]l > 1 j^j^ 4^.^^J!LkLJi tiiliLJ) ^j^dJajj ^(Start Z^-^^) J J '^-^')/ sJ- 















IIP fi r-.'.fjrrted " V ^^^^^^^ 

.4.1 $«4r{ri 09x>' ftrt «ncJ Ib'inti 
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Pf 9^wn ft} (^^Ityi ^^^^ 



ID : 
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4fc j£ jJijS 
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(10-2) Oi>i 
.C:\ICDL S5\M2 ^ '"'^^ c^l . 1 

?20 12/03/1 4 lSjS ^ili uAJi ^1 L. .3 

f^bjljS 2 i^^l ^-iLJl (Date Modified /J^^ j^jlj) L. .4 

^(pptx) ^ O^J /^l^l *— Ij-ftMil OlaJS iS^) CjlilAll ^ ,5 

,1 ji.>a l^t. iVL . i l j»j (^Recent Items / ^V^n Jl j±-aLui]l) 5jjV JlXk ^-iL jtjs) .6 



utilities ^jj^ ^b4-* 3,2 



File Compression JaL^ 1 ,3.2 



Compressing files -^V* 1.1,3-2 

f--W 'C;\ICDL S5\M2 ^^-1^1 j-^ {docx.V j^J^ ^UilSll j idocx.^M^b 3^^^) o^^^ 

j^i ^ t>uSn s jlili jj^ jii 4— U<;U , -0 jil j^i jiiUl ji^ ^ C:\ICDL S5\M2 ^xl^^l juJl ^ 
^ 4JUj jj^iii^j t Compressed (Zipped) Folder {Send to /^J] JU.j)) ^ aJLiiJl j^UJi 
<j1ac- ^j-j *,L^*^i j-sj — \j \ mi t jijS tiiULJl ^jlS 1j1 i{Cotnpressing ^-^^^ u*^^ ^) <AiUill 
J^U; t>i ^ ^1 LjLiLJt a^i ^Lj C:\ICDL S5\M2 >1>^I^ is y.^^^ ^U.^ cUi^l ^ Jai^l 

M2 -iV^l t>?i ^ Enter ^ (Word ^bW-*) vj^^^^ ^ jt^j^^ t^^j (*-^V^ 1^ 

Extracting compressed files Jaji-^ t> cAilA\ jrlja^t 2.1.3.2 

< — {Extract all /J^^ ^1 jiu-wjt) (^ip^'^LaLJi ^ij-^" mlj ia jkjuiaJI j-La^i u-^Vi &jLill jii < — 
j^iJI -\U {JjSj U o^U- J tftiaUi ^ia^i .^L^l ^^11 dliLli jaJL*il ^ '{Extract /^^ j^*^^) 



Select fl DestHMffiD!! ifid Eiarfirt FiSt; 



{Pictures /jj^^l) A\>a<i jiiVl j-i j-f xU^i dli cujl j 

{Extract all /J-^l ^1 j^uu^jI) -i — (zip-^LaLJl jaJLuit^ Jojx-JajJl aI^I j-a^Sfl &jtili jjj ^ — 



/jJ^O -^b ^ {Personal folder /i^^^-^^l ^jiiJL^I CjUL ^L^) _Ljtj ^ {Browse /u^l ^>»1m!) 

.LjdL. M2 ^iV^^ Li?l ^ {Extract /jrlj^l) jj ^ (OA: /lJs^j^) ^ {Pictures 



l ^Kj-^ lj '(Microsoft PowerPoint) u-^ 4 j^j ^^It i (jiajjJl jil^ tM2 ^ j^^ ^iiJl /I 

.{Documents .lU^ J) (^xip.^W^^) ^--^^ iai^ iSlw ^ ^2 

Anti-Virus t^UijjaiU SiL^I g^ljJ) 23.2 

IjUfe ^liaJLuilj t^Jc i^^1,i njj4ali O-lLja^j g-al^)Jl ^lil k n L^lljlj t lIjLai j jhjiJl UJjjjiLajl jlg^ AjLai ^^-^ 

Computer virus 4J>^LaJl lpjjjS L2.3,2 

CjUa^jJl jl clil-iJMJL I jl jjJal tL_JjMiUJl jJj^ Laya i^^*^ ^^U? jj 4j& ^jL^j >U 

jj^U ijL^l USB Flash ji DVD ji CD Ji* udj^^ CjI^j • 



Using anti- virus software ^'^Ji 2-2.3-2 

jL|^l L^J^j CiL^jjjil^ ^jx^ InLl^jIIj J -wit LljUkijjoAU jLJu ^Ujj (^nm 

Ol^jla^l ^1 iClLuJjJ^l i,_ llfciTiH jjHsajill CjUj4i^ (j-iO^^j 

^ {System Tray /f ^ iUai-i) s^jijJi Avira ^^jj ^jjLi Wj^j- ' jl* j^' ^ 



flit ^:>»*, ?jti« 'uipM** Mfip 




j^l l_aL-JI o^jii\ ^j-ft ^ (Local Protection) ^ (Manual Selection) s^jf^ ^ 
jli siiUll ^ ^jil 0-=^^ tf^L+ij'^i -s^ ^ (Start scan) jj ^ („,kD C:) -^--^ 
.(Close) J J ^ (End) jj ^^^^ tj-^l^ ^1 j^Vb LH^ajll ^Laaii ^ jJl 




■4j^) Cj\ jLiJl ^1 *C:\ICDL S5\M2 ^1 c^hj^ y 

<«- (End) J j ^ (Scan selected files with AntiVir) <— {File M2 ^ 

.(Close) jj 



a^j^fc^ ^ ^. — i vH^j 


* KT. ♦ - +. , 


9WL^ ita- Mt 

1 ^^^^^^^^ 

f^n'vw (i-r-m'yi -ftft^a 


1^, ..fc: it 


,|§ ^mi^ Mm f^itr 

mm * 


14 14 W ua 4Ai 









CjI jiaaJl ^\ ^(Documents /^ Hu^haH ) ^jJj t^Ml _ (dotx.^^ j) ^-»LJ^ cj-^^'^j 

^ (dotx.'^J^ j) ^--aJJ^ t^P^ (>AjVi 3 jlil) j>j j^i ^(Documents /Cj\:nL^\) -lL^ gAja ^ 
iiljJl jjti H(_ (Close) JJ ^ (End) jj (Scan selected files with AntiVir) j^* t jUjuJl 













1, ^- -1 


© - — ""-^ 












J 1 tjitiii^j|-iiii H»dMdi»in ! 
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48 



Updating anti-virus software SjU^I g^lj^f 3-2.3,2 

^ jjl ^jj^i (jAjJa Jj^ juJl JJC- (J^JJJalt 0^ Lff^ liA J tUjLujjj^t ^ Aaj\lA\ jjjc ^^Ujj AijtiUi 

o^L^iaAli ^c-al^^Jl (j-C i^_Lii£]i LJlc, A \^ tCjLkjjjji^ ^jAjJa,* ^jaU^ WllldOWS 7 i^y^^ ^ 

.{Control Panel l^^^^ ^jJ) ^-^^ ^{System and Security lijM^ ^Ifei^lt) 4ji 

(12-2) ai>^ 

.CjUjj^^ ^_k^ C:\ICDL S5\M2\poet -iM^ .4 
.^L. ^ C:\ICDL S5\M2 ^ {docx.^^ (h^) .5 



Print Management iM 4,2 

Jjrf jj i£ jMiil^ uLibLkij) jjJj i jUlLmj^ i_i jjjLaJl jUg-a^ (^5Jc. ^^Ul ialalLj 5jtjLy I (Ji^ JJ 

Printer Options ^^JWl ^tjlii L4 J 
Changing the default printer V^aij^iVI i*jUaJl 1,1,4,2 

.^^i jja; J£4i l^JicUU Jijjj ^1 iljUUl JUj! ^ Ui^! jLlkt diiS^ tAcLU) 

CjI jL^l ^\ j3aVl ^liJi jijiji J 

/tliUjlkllj 0 j^Vl) sMIj <Z)ev/cei' Printers /obuUJi j s >^Vl) ^ (Siart /I-^j^) ^ 
<— AjjN^t jji^ I ajjj AAjUall ^^jic iyJ)l\ I jiill jjj j^i ^ (Dev/cej" a/T^/ Printers 

AJsr:l\ <xj\lA\ 5a^l <^ '^^ j '(Set as default printer f^\J^\ ?juUa£ 

(Z>^v/ce5 and Printers j s j^Vl) ^ 4:iuJl CjU^lkll U jjt U jn^ 



./ir"^"' 'm^ " 


..^^ «^ 




: 1^ ' 


f ^ ■7 '^^ 



,•7 



12 SB 



Installing a new printer ^^>-^i j^^ 45^! 2.L4*2 

Cj^ jkiJi i(HP 915) *M J^^i JW^ J) ^Lia^ 

^iL^l) 4JjLi CjIjjiVI j-^ ^ (Dev^r^^ and Printers /^l»jUa31 j 0 j^S/l) s^U julai ^ 

^ {Add a printer /aajIL ^LJo)) ^lU^ oiiU J^/ a printer 



* ^ I local p^nl»r 



ULt4*utii \yM.ymi\ innTpJii ti H;vp«ailH] b fliliABt^. a Itul |H«w (hiMiitf v WHrif 



aJIS!\ S jJa^l Jliii'Vlj iJiaJll a IocqI printer /V" ^ajLIs Ailja)) 



Ifcr 



i^w M It'll ^jfb^^*',^ * 



aL^ I A^j^l) ^ (TVex/ /t,?^') ^ {Use an existing port l^y^y ^ 
"Printers) ^ (HP 915 /^UuliJ)) ^ (HP) <3^i-=^l ^) ^ (Manufacturer 

'^]) JJ ^ Ci^^ ^ ^ ^! Li^bU jV^ £^1 ^ (TVex/ /yJ^O ^ 

uLLS ViajAJ ^ -a J t(Dev/c^5' and Printers /^UjUoIIj o j^^V^) ^iaU ^ A^jLkll j^Jaos finish 

.{Devices and Printers /^UjUal^j oj^Sf^) ti^^l ^ A^l jlal 













[|i;;^biMM^f«ii«M 

i-kj.. w iT-uin.^sdj 









iniMiiMnimiijiin< 









(13-2) L«>i 

jl+a. t^! (Brother) u- '(Brother HL-2045) ^UJl Ui^i . l 



Printing ^Ulali 2,4.2 



Printing a document -^^^ <i^bla 1.2,4.2 

ljI jLiJ) ^1 t C:\ICDL S5\M2 ■>^>^^i (docx jl^ iijUilSll) -ill-^) a^^UL] 

< — ij^ile A ' ^ 5^^^ — (docx S^j-^J^^ CjLVtKti^ .iiLjjuiII — 
j-jjj ^ Backstage j-^J' ji^ ^ juL^uJI j-^^ ^{Print f<-^^) 
Print All ICjLs,^^\ 5.j^UL) ^ ^ L-^ A-waljlaVt ajijUJ^ u^ljjl ^{Printer A^jLtJl) 

Jla Cibloc} lSj^ l^jSaj ^ (Pr/w^ £^//r€ Document /d-l£lU iTu > iAti ^x^UL) 

i^Liia ^jji i(Print A^V^) jj ^< — {Settings /'^bi^)) (>a- jjl^^j^ij ^i^^j toLaJV^ 




□ 



'1 ickJ^j^jjl^ 



A y 

te| ^ «(U 
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O ion* #«N«qi WoMWDt 




Viewing a print job's progress in a queue jUaij^i iaJlS ^ <&lJalI ^j^j cf^jF 2J1AJ1 
siaU ^^^iSa i{Taskbar -W^) 6* (iS>^.y/^m Tray /^^V^ 4lku) ^ ^) El 





























Sin 


sui 




S, J Printing 








j 1 ^Kuinefilisl in -qunx 
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ijuLUi L^jj^y] jli ^ {Devices and Printers ^ j^^V^) ^ /W^ 

Pausing or resuming a print job IjiUil^lj tj5>* ^Uall uiliuj 3,2.4,2 
jiaiJl ^! 4LS> Lali] C:\ICDL S5\M2 "^r -^^ u-* (docx j^jl^ CjLulill) j^L^\ i^^UL ^jliV 

< — (DoCUIfierti /'^''^ < — CjLylSil^ jJCL^) < — ^l-S-^i J^j-Jj ^JA^ 

^^jjid ^4£.Ulall ^^^} jUajjl Aa^M o^U 4 — (PqUSB /^^J^ '^^!) 






I SMm Owmt 


Sot 














W^^^l U-^ .^juuull Af'Ula i^IuLmj! ^^j3 i{ReStifftC />^lj^l^^) — ( ^ — 




Re-Starting or deleting a print job^^ i A£,iAal\ JjiJ^ SjIc) 4,2.4.2 
4_c-Ula ojL&Vj * V'^^ lW^J ttSjAi lilL) ^ wui. 5j^uUi ^ ri^l-.n (^Resume /^lilw^) j^*!ifi j) 

i ji ^ — (<£-Uiali (*Lf^) jLialil SlaU J-^I ^ — (Aj^j-mijII clilijl^^] ^Tnn^ti < — 

.(Restart /ti^^i iAs^\) ^ (Document /^^^) 

;i4J^l Cj\ jLsJ] jtfil (Lib Ulljj (A^ j^^l iJjLljlll^) Vn>,.^\i ^Ula Uill^V j 

«.UJj juiljl yu J ^(Cancel I *^^!) ^ (Document /^j^) ^^'i/ ^ 

jJi\ xf\2i j^iia ^(Cancel All Documents ^ (Printer /AajU^) izJiV 

^(Ax^UUI ^l^) jliujl s^iaU ^\ (Yes /^) ^ 

(14-2) 

.(S5\M2 

Ulil (dOCX/^ '^ ^ (J-aaJl) L-kLalt At^-IjLi wiSjl 

^tSj-a lilL} ^(1qqx,3^**^^) 4x-liIo ^^-iSjl 
,5l^ jiLali jiiiyli 



.2 
.3 
.4 
,5 
.6 
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